


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Cashier POSITION NUMBER 01-
0103 JOB SERIES: 0530 PAY LEVEL: NF-1
Summary of Duties:
Collects and issues money bags, cash funds, and sub-custody receipts from Sales Associates/Cashiers; maintains log
record of movement of money bags and cash funds issued. Prepares bank deposits of cash receipts and makes
change funds for cash registers.
Cashes payroll checks, personal checks, government checks, travelers checks, and money orders for authorized
patrons, assuring that proper identification is provided. Checks names against "bad check" list and/or social security
number before processing the payment of personal checks.
Receives, counts, and verifies monies received with daily cash reports for accuracy. Prepares coversheet by register,
amount and register number with Daily Cash Report, as required. Operates package machines in connection with the
counting and wrapping of coins and currency for change machines. Maintains appropriate logs as necessary.
Performs other related duties as assigned.
Minimum Qualifications:
Must have knowledge of basic cash handling procedures, be familiar with currency and negotiability requirements,
and be able to operate a cash register. Knowledge of business mathematics and routine office procedures required.
Six months of experience is preferred.


